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Faél) oputy Cirector (2 apport)
SURJILTe Survey of rovedures For Deprocessing ' eparating Aguncy Laplayess
HeFrio ot Memorendum te Chief, Mgt/ from DDA, deted 28 January 1956,

suhjsot "Comppshinmive weview of Clearence irocedures for
Farsonnel Lesving Jgengy "mploy "

1. T PrOBl.Tue

To determine the adequagy of presant procudures for insuring that a
sspaArsting smployee concludes all his business with C:s on or before
the effective date of his separstion.

2. ABUPTIONE
In sceordanse with the rsforeced mamorandum, 1t is sssumed thats

8: The word Yemployoe® refors te a headquarters or ficld staff lay se,
stalf ageut or mewbar of the wrmed forees dotalled o Cla., /[hotes
reforentas src mads im this stady to comtract agente snd consulisnta,
for purposss of compari

b. The "business® of sn employes with Clk refers to funds, non-sxpendable
portshls properyy and classified decmmonts for which the individeal am-
ployes is axpsolad to socount, and to those deprocsssiig procedures
which are mecessary to insure thet the separating empleyee concludes
all offieis]l ralationships (such as covir arrangoments) wn or bofore
the sffective datn of his separstion. "Businces”, ss used ia this
study, does not epply te preperty, fande or doowents properly chargeable
to & componnt or project.

8. 4 separating smployes c¢an de deprogessed properly only if there sre ade-
quede records of the meney , propurly and documents charged to him,

2. Indsdtednees by separsting employses is indiceted by the following data

{these figures do not represent met loss, since mary of these obli-
petions will be settled):
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(1) In caledar ysar 1955, there were kS eaves (L€ wivoushared), in-
volving §15,715.64 in finsncial obligations to CIA. “hirty poreent
of the total indebtednees rosultsd from inmedequste or improper
ssocunting for travel sdvances. in addition, the Lgsney owed
£4,700.58 to 23 employess who separsted in 1955. (See iab 5.) m
31 Goteber 1955, Minence Division nad in process 32 ceses (222,655.7¢)
resuiting from 195L soparstions and 71 osses (i22,838.96) rusalting
from 1953 separations,

(2) £inee 1950, under 100 sases, imvelving $17,000 in loss:s to the Lredit
Union., There were six csses in 1955,

(3) There ave six cases per year of employees (usually aginta) who pepa~
rate vithout settling insursnce matbers with the ffics of tursonnel.

(L} Ne data sre available regarding volume of loss:s to separating em-
Ployess in non-expendable property, books and cloassified documents,

b. The following faote are revesl.d by the sttached survey reperts

(1) In sery opersting components, reecords of property and dosumente
charged to individuals, and deprocessing procodurds, are not sdeguate
to provide complete dsproceesing of all sployess.

{2) Administretive officers, the (fice of Firsemmel and centrel offices
of recerd do met receive adequate advance notice of mary separations.

(3) T are 37 regulatory issvancas | 25X1
25X1 tearing direcily on emplayee taeing, &d 0 Indeiorminate !
having indirect besring. Thare is confusion among admindg- |
trative officers regardinsg implemuntation of these issusnces. |

() # separating smplayes docs net certify that he is free of property
snd decument obligstions %o CIA. Fe curtifics obly thet he has no
"todebteduess;” this may be interpreted te include enly finsmeiel
indsbtodnass,

(5) Field stations wes indepsndently devised deprocsssing procscurea,
froguently without notificstion to hesdquartsrs of setion taken.

(6) ¥ilitaxry persomnel appuer :t hilitary rerseonsl iivision for degro-
esseing om ths effvetive dste of ssparstiomg this does mol permit
sdsquate time for review of resords of eobligstions YWy officoe of
record, such as Finsree L ivision,

(7) Formal procedurcs have not been established for actiom Y all offices
of record which have obligations charged to a separsting exployuw,

B
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(B) The field freguently does not advise hesdguarters of the status of
accounts of an smployse who is returning for separstion, .5 or lssve,”

(9) Time lags of from fomr wesks to four momths exist in fleld to huade
quarters comnnicatione mgarﬁing suveneas nads to suployees and the
status of emplayves’ acoounts. (Sve page & of attached repurt,)®

he FBIBGCUES [l

s, Humsm crror asd Lmpropcr conduot om the part of a few individuals gor~
tribute to the ramber of problem cases) bowever, may ces<s result
from the sbtesnce of clesrly defined responsibilities and formal, de-

| tsiled and comprehensive procedursl puldsrce for operating amd coordi-

| nating compenents and for offiees of record. 7ho number of regulatory

isgusrces an the svhject and the vepusnest of some of these issusnces
eortribuie to the oconfusion,

prepeing problems are: the lsck of advenee informetion regarding sspe-

rations which are provided ihe ffice of  orsonnsl und offices of

record) ineffactive rocords of proparty and documenis cherged to in- 1
dividuals, particularly in oparsting eosponente, and failure of field i
operating components to ocomply with regulatory issuvances, pertaining ;
S0 notifyling headguarters of ihe status of amployres' socsunts.”

¢. ipe Iflce of ilopisties has, since coplestion of thu 44 survegy, en-
| forced strictsr re ulremunts for cbtaiming non-expendable, pertsble |
t property from Mulding Supply roows. Thie will sua:tmto the problem |

b, Tn addition to the weskneossss in polieles end procadures, the most f
|
!

caused wien sn employ«e obtsine such properiyy snd turny i1t over to |
another erplyev, oot eteps bave almo been taken by the Ifice of ?
Logistics to bring the properiy records of its Lullding Supply {fiecars !
ap to date, so that thay accurately reflect the nspes of empliyees
having actual possession of propsriy.

|

E

' 4. jegquiremesuts for receipting for lop & ccret documents are nforced in
most najor sub-components; however, at the breueh or lower lavsl, tihere
is & tendenty %o contrel the documente mors casuslly. Apparsntly this
15:%&%&@1&&5% /¥ Ares, vhere 21 18 plaming &
stady of Top beoret resords snd procedures in epurstirg componente,

¢. Doth Fiseal iivision end Finance Uivizion imposs restrictions in
approving sdvences o employees) Fiscal Livision is partiewlarly strin-
gent in this respect, norwelly permitiing sn sdvante to an enplayee
in excess of his "equity”™ in acoruasd salary and retirement only if the
enplayee obiaine sn indemnity bond of hie own expense. ! 14/ Cormittes

*WTEr  Uirect ecommunications betwsen Financs | ivislon and f£icld ststions,

ostablished sinow these fucts wers determined, have eliminated moat
of thege protlams of fluld to hemdquartsrs scocountings.
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nas studled the poasiMiity ef requiring simllar bonding of persommel
receiving unvouchered funds, amd has rejected the possibility om grounds
/ of feasibility and security. In regerd to advangces made in the Ilald,
l the “ffices of the Cemptrollsr and & osarity hove comsidired requiring the
mplayes to hand-garry documentation whiech would show sdvances received,
and whieh would heve to be aersed bofore an edcitional advence would ?
be made. ‘his has been rejected s» an insecure Rkl WTGOuSSAry [rocedure.

Ge CLEL WD TOHE

‘he probles of employsvs sopersting from C (2 without settling 811 obli~
gatione can he atiribuisd lergely tos  loadeguacl«s In regulatory iesusnges,
which in turn result in ineffective policies and proceduresy in certain
inntences incemplete reesrding and conirel of mongy, proparty asd docu-
ments charged to imiividuals; and non-complisnce or pertial compliance

with pertinont iegulations. i certein number of cases will alwsys occur
beemiss of humen shortcomings.

6, HECHH NSTIOE |
It ip recopsendsd thats

a. The ffice of rersonnel, ( ffice of Logistics and .fflee of the Tomp= |
troller, with spproprists perticipstion other componinis, err
for publiiestion of twe / puney hendhbookse
prageriting epecific sssiepmments of ; IR TE
eedures for applicstlion by all ecopponents in doprocessing wmployees i
vho ere sepsrsting, going om (¥, trarsferring within vis, golng ovare |
ssag F(u or converting to smother emplayee statusy thet the handbooks
exbuody appropriste poriions ef existing iegulatioms, snd that, in
scdition, ‘hey imclude the following requircaents (seowrity purmitiingls |

(1) ‘he esplaying corponent will notify : «rsomel, Finsmce, Fiscal, :
Logistics end [ cewrlty Lmnedietsly, Yy telephone, of mn enticipsted 1
scparation or LU, when it 15 spperent thet norsal written documens
wation or notics will not rsech thesc offices st least two weiks In
sdvance of the separsiion er «wii.

(2) The employing componunt will attempi to rotrive all propwrty, booke,
doemunte, etc. charged to the aaployes by records of the cumponent,
or, falling to obtain the items or s ssilsfaciory scoounting, will
netify | orsomnsl, Financs, Fiscel or Sotarily, as sppropriate.

(3) 7"he employing componsrt will certify ia writing, on ihe Final rmy-
ment Clearanwe Sheet, form 21, that the cuployes is free of all
obligations properly einsrged te him Yy recerds of the camponent,
inclnding ‘op L ecret doouments,

(4) “he "Tffice of Firsonnel will obtein telephonic cortification that a
sspareting emplayee is free of obligstions charged tc him Yy the

wlpm
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officaes of recoxd listed im the Firnal Feymunt Glearsnce {haet, form
21 execpt Seourity, and Vinsnce and Fiscal iivisions ani that ang
eover arrangeaments have boen contludud, end the naswe of the employess
obtaining and fuwrnishing such informatdon will de recorded en the
form 21. The emplayes will personally cbtein written certification,
on ths form 21, thet he is fres of obligations charged Lo him Yy the
Offiece of i wourity, Flnence and Fiscsl Uivisions, and the nwwes of
the emplayces obtaining and furnishing such infermation will be ree-
corsiud on the ferm Z1.

(5) The emplayes will certify in writing on the Finel ! syment Clesrsnce
Zhest, et he is fres of all moasy, properyy and document oblige~
tions, or that he hes mede appropriste errsngepcnts to ssttle all
obligetions.

(6) A clearence sheet, similar to the Final ! symemt Clusrance “heet,
Form 21, will be completad 4n the fleld, and will be forwarded to
hendgquarters by the flcld after separetion for imelusion in the
Miles of Farsonnel folder, ‘the Yingl Payment Glzzrence Sheet will
be revised to raflcet morc scouratcly the nsmes of componcnte our-~
tifying olssranee; for example, the “figce of “raining shouls be gon-
tacted rsgerding such itws es language recerds, ss well sz books.

(7) then en emplayee indicates his intentiom to seperste in the fiuld,
every effort will de mads to effeot clearunce YWy Finance, Loglsties
and the Crodit iinlon at hesdguarters prior to the sffective date of
his saperation.

(8) tmployse deprocessing ill be eomplated on the cay hefore final
separstion wvhenever possible,

(9) In intermal tranafers, the losing compement will notify the galning
component of all obligations known to be clierped te the axplayse.

(10) ‘he field will wensmit a cable or dispsteh to hesdquart.rs (coples
t¢ Finante and Logistien), whichever is approprizte in view of the
erploy ce's sntieipated date of arrival et heedquarters, ressrding
the outstending obligatione of an emplayee returning Lo hesdguurtars
for separstion, or P, providsd, in the esse of Finanee, *hat the
enplay ce 13 expeetad to arrive at nesdguarters before a i'crsonnsl
irsnsfer and Clesrarce Sheet, Yorm 33-50, can be transmitted Yy the
fizld to headguartare.* ihe indicator will bs ussd on commu-
nlostlions melsting to finencial shbligetionms,

pxisting regula-
bearing wpon the
deprocessing of separsting ssrplayees of all Yypes be amended or
rogeinded ss appropriste.

.-
#ioter This procedure 1s now generslly followed,
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8. The Offiee of Logistisws pericdically review procedures employed Yy

opernting semponents for recording non-sxpendahle portabls property

chargud Yo employees in ordir to insurs that sush records accurstely
refleet the nawes end signstures of empluyess having sctual pessession
of the property; periodically review Fullding Supply (ffleers' reccrds
of property charged to individusls in order te insure that sush records
reflest the nsmes snd sigistures of eaployees having setual
possession of the property [Notes the uffics of Logistice hes already

mamuwagmﬂnﬂ require the signatuve
a:m‘atmun receipte of the weployee who is sctually to use

mlu.tn possession of property obiained frowm the ullding Supp
ﬂw Gffdse of lLogletiam has alresdy taken stepe to

W

d. The LUIfice of the Cemptrellur: study time lage in field to hesiguarters
netification of advanges srd Leke necessaxy steps o reoduee such time

lags wwere fensidls.

s. The 0ffice of Cemtral Geference, Cii Jop Seovet Comtrel Offieer, ini-
tiate & reviow ty She iree lop Seoret Comrel Cfflowre in the epersting
conponents, of the fep Secret dosument records in thedr aress, and to
roguire the necessayy staps to insure thet sush records reflect seou-

rately at all times the neme and sigusture of the emplayes having

sctusl possession of the dooument; that (Ci take steps in regard te
the yecord of books and clsssifiad documents maintained by the CIA
Library teo inmire that such recerds reflect securately ot oll times

the nume and signsture of the emplayes heving vesponsibility for pos-
session of the boek or document, sxocpt that the Library reesexd will

not ba required to inginde the herrewer's signature,

Chief, Fanagemmrt &talf
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& evisions suggested by Lia/li A in the atteched peyer, in repara to A

* rubjeet o S5i Comonts
B bnGHeds®

and Incdenrdty bente, have betn fmeloded im the siarf study. i and
Lift hewe agroed orslly o the con'inuation, on the ‘inel reymsnt
Llrerenes Yheet, of the Tk Credit “nion, sinde contset with the
Credit inion 1s sn Swportant part of the (ffiez of "crwonml's daro-

|Uasing proceiure.
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